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INTERNAL MEMORANDUM

To: Entire Staff
Travel News

From:

Subject: TRAVEL NEWS

NEW TRAVEL FORMS FOR AIRLINE RESERVATIONS
(NOW AVAILABLE IN SUPPLIES)
There is now a space provided on the form returned to you, after your reservation has been confirmed, to indicate
if you are holding a ticket with a penalty attached, (see airfares). This penalty is charged if you change or cancel your
reservations after the original ticket has been issued. In order to keep these penalty charges to a minimum, please
make sure of your travel dates and times before you hand in your travel form.

When making travel reservations for Institute business, please note that you will be booked on the most cost effective
flights and carriers available; requested times will be honored if possible. If your departure or arrival times are manda
tory, a space is provided on the new form to indicate such.

AIRFARES

Due to the state of deregulation, there are now few fare choices when confirming airline reservations. At AICPA, we
confirm cost effective, restrictive excursion fares which require a Saturday night stay, and/or a 7-14 day advance pur
chase. These fares carry 25%-50% penalties for changes and cancellations. The other fare level which we confirm,
is the unrestricted coach fare. This fare has no advance purchase and no penalties attached if cancelled or changed.
However, the fare is extremely expensive and is confirmed only when discounted fares are unavailable.
We do not book nonrefundable tickets since these are most restrictive and cannot be changed or cancelled.

AICPA earns complimentary tickets from travel associated with conferences. These tickets will be issued, when
available, in place of unrestricted coach tickets where the airfare exceeds $600. A complimentary ticket has no dollar
value and is valid only on the carrier on which it has been issued. Therefore, if you are traveling on a complimentary
ticket and must make a change in your itinerary, please contact the carrier which issued your ticket to make the
appropriate change.
When combining business/personal travel, please be aware of Institute policy. Personal expense will be calculated as
the difference between Institute business expense and the total cost of the ticket. When a business fare is over $600
and complimentary tickets are available, a Saturday night stay to lower the fare does not apply since the business por
tion is $0.

DISCOUNTED PAN AM SHUTTLE TICKETS

AICPA has entered into an agreement with PAN AM to provide discounted fares on its shuttle service to and from
BOSTON and WASHINGTON, D.C. All Institute employees leaving from LaGuardia Airport will be issued shuttle
tickets on PAN AM.
RADIO CABS

All employees of the AICPA are approved to use this car service when traveling from the Institute to the airport on
Institute business. This service is also used for transportation to other locations as requested or approved by executive
staff. To obtain a car voucher please contact the Travel Administrator.

REMINDER: AICPA TRAVELING STAFF SHOULD BOOK ALL BUSINESS-RELATED TRAVEL THROUGH
OUR MEETINGS & TRAVEL DIVISION. PLEASE DO NOT MAKE YOUR RESERVATIONS
DIRECTLY WITH AN AIRLINE OR TRAVEL AGENCY!
If you have any questions please call Laurie Hoffman, Travel Administrator.

